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National Archives and Records Administration § 1254.71

§ 1254.71 Researcher use of the self-
service card-operated copiers in the
National Archives Building, the
Washington National Records Cen-
ter and the National Archives at
College Park.

(a) General. Self-service card-oper-
ated copiers are located in research
rooms in the National Archives Build-
ing, the Suitland Research Room in the
Washington National Records Center,
and the National Archives at College
Park. Other copiers set aside for use by
reservation are located in designated
research areas. Procedures for use are
outlined in paragraphs (b) through (g)
of this section.

(b) Hours of use. (1) Copiers located in
research rooms in the National Ar-
chives Building, the Suitland Research
Room in the Washington National
Records Center, and the National Ar-
chives at College Park may be used
until 15 minutes prior to closing of the
research room. There is a five-minute
time limit on these copiers when oth-
ers are waiting to use the copier. Re-
searchers using microfilm reader-print-
ers may be limited to three copies
when others are waiting to use the ma-
chine. Researchers wishing to copy
large quantities of documents should
see a staff member in the research
room to reserve a copier for an ex-
tended time period.

(2) Reserved self-service copiers lo-
cated in the designated research area
on the second floor of the National Ar-
chives Building may be used between 9
a.m. and 12 noon and between 1 p.m.
and 5 p.m., Monday through Friday, ex-
cept Federal holidays. The reserved
self-service copier located in the des-
ignated research area at the Washing-
ton National Records Center may be
used between the hours of 8 a.m. and 12
noon and between 1 p.m. and 4 p.m.,
Monday through Friday, except Fed-
eral holidays.

(i) A copier may be reserved for one
hour at a time in the textual research
room in the National Archives Building
and the National Archives at College
Park and for one-half hour at a time in
the Microfilm Research Room in the
National Archives Building and in the
Suitland Research Room in the Wash-
ington National Records Center. An-
other appointment may be reserved

after completing the scheduled ap-
pointment. The appointment may be
forfeited if the researcher does not ar-
rive within 10 minutes after the sched-
uled time.

(ii) If an appointment must be can-
celed due to copier failure, NARA will
make every effort to schedule a new
mutually agreed-upon time. However,
NARA will not displace researchers
whose appointments are not affected
by the copier failure.

(c) Copying procedures. (1) Individual
documents to be copied shall be tabbed
in accordance with the procedures gov-
erning the tabbing of documents and
returned to their container. The re-
search room attendant will examine
the documents to determine whether
they can be copied on the self-service
copier. The chief of the branch admin-
istering the research room will review
the determination of suitability if
asked to do so by the researcher.

(2) Researchers using the reserved
copiers must submit the containers of
documents to the attendant for review
at least one hour prior to the scheduled
appointment. The research room staff
will deliver the containers to the des-
ignated area where the reserved copiers
are located. Researchers using self-
service copiers located in the research
room will transport their containers of
documents to the copier themselves.

(3) Researchers may copy from only
one box and one folder at a time. After
copying the documents, the researcher
must show the original documents and
the copies to a research room attend-
ant.

(d) Documents not suitable for self-serv-
ice copying. The following types of doc-
uments may not be copied on the self-
service copiers:

(1) Bound archival volumes;
(2) Documents fastened together by

staples, clips, acco fasteners, rivets, or
similar fasteners, where folding or
bending documents may cause damage;

(3) Documents larger than the glass
copy plate of the copier;

(4) Documents with uncanceled secu-
rity classification markings;

(5) Documents with legal restrictions
on copying; and

(6) Documents which, in the judge-
ment of the research room attendant,
are in poor physical condition or which
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may be subject to possible damage if
copied.

(e) Cancellation of security classifica-
tion markings.

(1) Security classification markings
(RESTRICTED, CONFIDENTIAL, SE-
CRET, TOP SECRET, and others) on
declassified records must be properly
canceled before documents are copied.
Only a NARA staff member can cancel
security markings. Properly declas-
sified documents will bear the declas-
sification authority.

(2) Researchers may not remove from
the research room copies of documents
bearing uncanceled classification
markings. Copies of documents with
uncanceled markings will be con-
fiscated.

(3) When individual documents are
being copied, the research room staff
will cancel the classification markings
on each page and will place the declas-
sification authority on the first page of
each document. If the researcher is
copying only selected pages from a doc-
ument, the researcher must make a
copy of the first page bearing the de-
classification authority and attach
that page to any subsequent page(s)
copied from the document. This declas-
sification authority must be presented
to the guard when copies of documents
are removed from the research room
and/or the building.

(4) Researchers using the reserved
copiers are provided with a declas-
sification strip which is attached to
the copier. The strip, which is repro-
duced on each page copied, cancels the
security markings.

(f) Purchasing debitcards for copiers.
Researchers may use cash to purchase
a debitcard from a vending machine
during the hours that self-service copi-
ers are in operation. Additionally,
debitcards may be purchased with cash,
check, money order, credit card, or
funds from an active deposit account
from the Cashier’s Office located in
room G–1 of the National Archives
Building between the hours of 8:45 a.m.
and 4:30 p.m., Monday through Friday,
except Federal holidays. During the
evening and weekend hours, the re-
search room supervisor can make
change for $20 or less. The debitcard
will, when inserted into the copier, en-
able the user to make copies, for the

appropriate fee, up to the value on the
debitcard. Researchers may add value
to the debitcard by using the vending
machine. The fee for self-service copies
is found in § 1258.12 of this chapter.

(g) Refunds of unused amounts on
debitcards.

(1) To obtain a refund of any unused
amount on a debitcard, a researcher
must bring the debitcard to the Cash-
ier’s Office in room G–1 of the National
Archives Building. Cash refunds for
debitcards are currently limited to
$20.00 or less. Refunds due for more
than $20.00 are currently paid by U.S.
Treasury check in approximately 6–8
weeks. Refunds due on debitcards ob-
tained using credit cards will be made
by issuing a credit of the refund
amount to the credit card. Refunds due
on debitcards obtained using funds
from a deposit account will be made by
crediting the refund to the deposit ac-
count.

(2) An NATF Form 30A, Request for
Debit Card Refund or Credit, must be
submitted to the Cashier’s Office. The
form is available from the research
room staff or the Cashier. During
evening hours and on Saturdays, re-
searchers should enclose the completed
form and debitcard in a preaddressed
envelope, also available in the research
room. The envelope may be dropped
through the mail slot in room G–1 or
mailed to the Cashier.

[56 FR 2136, Jan. 22, 1991; 56 FR 5731, Feb. 12,
1991; 59 FR 29194, June 6, 1994]

§ 1254.72 Information about docu-
ments.

(a) Upon request, overall information
pertaining to holdings or about specific
documents will be furnished, provided
that the time required to furnish the
information is not excessive, and pro-
vided that the information is not re-
stricted (see subpart C and subpart D).

(b) When so specified by a director,
requests must be made on prescribed
forms. Such forms will be approved by
OMB as information collections and
will bear the approved control number.

[59 FR 29195, June 6, 1994]

§ 1254.74 Information from documents.
Normally, information contained in

the documents will be furnished in the
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